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SUPERVISOR 
 
OVERVIEW: As a Supervisor, you will have all the functions of an Employee (see 
Employee Help Files). 
 
The Supervisor Role will allow the User to manage their Employees’ Training 
Requirements.  They have two additional tasks on their Home Page, the Supervisor 
drop down list and the Training Request Management bar. 
 
I. Management Tasks: By placing the mouse on the Supervisor link, five 

management tasks will appear on a drop down list: Employee, Evaluation(s), 
Program(s)-Employee, Record Correction and Reports.  The drop down list will 
look similar to this: 

 

 
 

A. EMPLOYEE: By clicking the Employee link within the drop down list, a page 
will appear that will look similar to this: 

 

 
 

1. The User can search for an Employee based on a key word or A-Z 
listing.  The screen will look similar to this: 

 



Employee Training Management System (ETMS): Supervisor Help Files 

Updated: 5/15/2006  Page 2 of 18 

 
 

2. Home Page: To view the details of an Employee’s Home Page, click the 
Employee’s name.  The Supervisor will be presented with a screen that 
will allow them to edit the Employee’s contact information as well as their 
Training Group, Sub-Training Group and Primary and Alternate 
Supervisors.  The screen will look similar to this: 
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3. Continual Professional Training (CPT): Supervisors have the ability to 

manage CPT for their Employees. 
 
a. Add CPT: Click the Add link and choose the type of Certification 

from the drop down list.  The screen will look similar to this: 
 

 
 

(1) Certification will now appear in the CPT column on the 
Employee list and on the Employee’s Home Page under 
Continual Professional Training (CPT) Management. 

(2) To delete a Certification that is no longer required, click the 
Delete link. 

 
NNOOTTEE::  If the Continual Professional Training Certification for your 
Employee is not on the drop down list, contact the System 
Administrator to add additional certifications. 

 
4. Employee Training Record: To view the Employee’s Training Record, 

click the View link in the Training Record column.  This screen will list all 
training programs and instructor hours that the Employee has 
completed.  The screen will look similar to this: 
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a. Program Title: If a Training Request was completed on ETMS, the 

Program Title will link to the details of the Employee’s Training 
Request.  This page can be printed and included with the Travel 
Expense Claim for reimbursement.  The screen will look similar to 
this: 
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5. Training Roster: To add a program to an Employee’s Training Record, 
click the Add link in the Training Roster column.  A list of all programs in 
the Training Catalog will be presented in an A-Z listing.  The screen will 
look similar to this: 

 

 
 

a. Click the Submit link in the Roster column and complete the 
required information and submit.  The page will look similar to this: 

 

 
 

b. If the program does not exist in the A-Z listing of the Training 
Catalog, the Supervisor has the ability to add the program to the 
Training Catalog.  By clicking the SUBMIT link, the Request to 
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Add Program screen will appear in a pop up window.  Complete all 
required fields and submit.  The screen will look similar to this: 

 

 
 

(1) Once you click the submit button the request will be sent to 
the System Administrator for approval and inclusion into the 
Training Catalog.  The screen will look similar to this: 

 

 
 
6. Training Request: To submit a Training Request for an Employee, click 

the Submit link in the Training Request column.  This will display the 
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current Training Catalog and a link to a list of programs that have been 
scheduled by DPR Training Groups.  The screen will look similar to this: 

 

 
 

a. Programs Provided by DPR Training Groups: Click the View link 
to view the programs provided by DPR Training Groups. 

 
b. Training Catalog: The Supervisor can locate a program in the 

Training Catalog in an A-Z listing.  The screen will look similar to 
this: 

 

 
 

(1) Click the Program Title link to view the details of the program 
from the Training Catalog. 

(2) In the Training Request column, the Submit link will give the 
User an Out-Service Training Request Form and the View 
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Schedule link, will give the User an In-Service Training 
Request Form. 
(a) To submit an Out-Service Training Request, click the 

Submit link and the Out-Service Training Request 
Form will appear.  Complete the required fields and click 
submit.  The screen will look similar to this: 

 

 
 

(b) To submit an In-Service Training Request, click the View 
Schedule link.  If the program is currently scheduled on 
the Training Schedule, the date(s) for the program will 
appear under the Program Title.  If No Data appears, the 
program has not been scheduled.  The screen will look 
similar to this: 

 



Employee Training Management System (ETMS): Supervisor Help Files 

Updated: 5/15/2006  Page 9 of 18 

 
 

[1] To sign up for the program, click the Program Date 
link and the In-Service Training Request Form will 
appear.  Complete the required fields and click 
submit.  The screen will look similar to this: 

 

 
 
c. If the program does not exist in the Training Catalog, the 

Supervisor has the ability to add the program (see Training Roster, 
Section b). 
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7. P.O.S.T. Compliance: To access the P.O.S.T. Compliance Report, click 
the Employee link within the drop down list, a page will appear that will 
look similar to this:  

 

 
 

By clicking the P.O.S.T. link, a Compliance Report will appear for all 
State Park Peace Officers assigned to the Supervisor and the status of 
their P.O.S.T. training.  The screen will look similar to this: 

 

 
 

a. To see the specific details of an Employee’s Compliance Report, 
click the Employee’s name and you will be linked to their P.O.S.T. 
Management screen.  The screen will look similar to this: 
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B. EVALUATION(S): The 90-Day Evaluation process is intended to provide a 
bridge between classroom instruction and the on-the-job application of 
training.  The information obtained through this process will assist the 
Employee, Supervisor, and Training Center in providing a return on the 
training investment.  By clicking on Evaluation(s) within the Supervisor drop 
down list, a screen will appear that will look similar to this:  

 

 
 

1. To complete the 90-Day Evaluation Form, click the Program Title link in 
the Program Title column.  The screen will look similar to this: 

 
NNOOTTEE::  Before completing, Supervisor should discuss the steps that 
were taken to apply this training with the Employee. 
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a. Complete all required fields and submit. 
(1) Employee Comment: The Employee Comment from the 

Employee’s evaluation form is included. 
 

C. PROGRAM(S)-EMPLOYEE: A Supervisor can assign programs from the 
Training Catalog to an Employee based on their Duty Statement.  By clicking 
the Program(s)-Employee link within the Supervisor drop down list, a screen 
will appear that will look similar to this: 
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1. Click on the Employee’s name will link to the Employee’s Home Page. 
 

NNOOTTEE::  Prior to assigning programs to an Employee, the Supervisor 
must consider programs that have already been listed on their Home 
Page under Required Programs. 

 
2. Click the # link in the Programs Required column, a screen will appear 

that will look similar to this: 
 

 
 
3. To add a Required Program to an Employee, select a program from the 

drop down list and click add.  This program will now be added to the 
Required Programs listing on their Home Page. 

4. To remove a program, select False from the drop down list under the 
Active column and click edit.  This Program will be removed from this 
screen and from the Employee’s Home Page. 
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D. RECORD CORRECTION: Employees have the ability to request a correction to a 
program on their Training Record.  The Supervisor will be notified via email of a 
pending Record Correction request and Action Needed! will appear under the 
Record Correction link. 

 

 
 

By clicking the Record Correction link within the Supervisor drop down list, a 
screen will appear that will look similar to this: 

 

 
 

1. Click the Program link under Program Title column.  The screen will look 
similar to this: 
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a. Current Record: Displays the current Training Record. 
b. Request Correction: Displays the corrected Training Record with 

Employee comment.  The Supervisor has the ability to edit the 
record as well as provide a comment. 
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(1) Approved: Select approved and click submit the Record 
Correction will then be forwarded to either the Training 
Coordinator or System Administrator for final approval. 

(2) Disapproved:  Employee will receive an email indicating the 
correction was not approved. 

 
E. REPORTS: This will allow the User to run certain standard reports for their 

assigned Employees.  By clicking the Reports link within the Supervisor drop 
down list, a screen will appear with several standard reports.  The screen will 
look similar to this: 

 

 
 
II. TRAINING REQUEST MANAGEMENT: To manage all In-Service and Out-Service 

Training Requests for their Employees, a menu bar called 

 is located on their Home Page.  There 
are two links that allow the Supervisor to manage all In-Service and Out-Service 
Training Requests.  The number within the parenthesis is the link to the pending 
In-Service or Out-Service Training Requests. 

 
A. In-Service Training Request: By clicking on the link, the Supervisor can 

view all Pending, Approved and Not Approved Training Request.  The screen 
will look similar to this: 
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NNOOTTEE::  The link defaults to the Pending In-Service Training Request. 
 
1. [Pending]: This link displays all Training Requests that are pending 

action by the Supervisor.  The screen will look similar to this: 
 

 
 
a. [Detail]: This link displays the details of the Employee Training 

Request. 
b. [Cancel]: By clicking this link, a Supervisor can cancel a Training 

Request prior to the Sub-Group Manager/Manager taking action. 
c. Approval Action: From the drop down list in the Approval column, 

the Supervisor can Approve or Not Approve the Training Request.  
If Not Approve is selected, the Supervisor must provide a comment. 

d. Submit:  The Training Request will be sent to the Sub-Group 
Manager/Manager for their approval action. 

2. [Approved]: This link displays all Training Requests that have been 
approved by the Supervisor.  Supervisors have the ability to edit any 
approved Training Requests that have not been acted upon by the Sub-
Group Manager or Manager. 

3. [Not Approved]: This link displays all Training Requests that have not 
been approved by the Supervisor.  Supervisors have the ability to edit 
any Training Requests that they have not approved. 
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4. Search by Employee Name: The Supervisor has the ability to view all 
Training Requests that have been submitted by an Employee.  Select 
the Employee from the drop down list and click the Search link. 

5. Page: Each page displays ten records.  To view additional records click 
the page number link(s). 

 
B. Out–Service Training Request: This functions exactly the same as In-

Service Training Request Management. 


